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ABSTRACT 

This booklet is intended to facilitate the 
development of counseling and guidance programs under Indiana 's 
legislative mandate on planning, programming, budgeting systems 
(PPBS), It does not attempt to dictate how PPBS should be set up in 
each school, but rather to provide basic guidelines to aid the 
development of individual counseling and guidance programs. The 
booklet systematically takes counselors through the major PPBS steps, 
illustrating how each step can be applied to counseling and guidance 
services* The appendix presents sample assessment instruments for use 
by counselors, several examples of PPBS^based guidance objectives, 
and a bibliography of relevant publications, (iuthor/JG) 
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FORE wo RD 



This publication is pro%^ided in order to facilitate the develop- 
ment =of counseling and guidance programs-under the Indiana 
legislative mandate on Planning^ PrograjTi'ming , Budgeting Systems 
(P.P.B.S,)* It by no rrieans suggests to dictate how P^P.B.S* must 
be set up in each school , but merely seeks to provide the basic 
foundation, with illustrations, in order that schools have guide-- 
lines to facilitate the developraent of their respective counseling 
and guidance programs . 

This monograph systematically takes counselors through the major 
P,P.B,S* steps and illustrates how each step can be applied to 
counseling and guidance services. It provides counseiors with 
procedures which enable them to offer counseling and guidance 
services based upon the identified needs of the people the pro-- 
gram serves. Counselors will be in a position to clearly demon'- 
strata not only the need for their services, but also the effectiv 
ness of their intervention* 

The monograph is written in a workshop format. Participants are 
given a case study upon which to practice each step^ and examples 
and illustrations follow. After having read and practiced each 
step, counselors are encouraged to apply these steps to their 
own particular situations , Assistance is available through the 
Division of Pupil Personnel Services^ whose consultants are 
familiar \sfith conducting these workshops and with the P,P*B,S. 
concept as m.andated by the Indiana legislature. 

Prepared by 
Dr. Frank biSilvestro 
Division of Pupil Personnel 
Services 
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Pre'-Test 



1. P.P.B.S, stands for 

A, Pupil Personnel Budgeting System 

B, Public Participation in Budgeting System 
C • Planning , Programming , Budgeting System 

Public Parks Bench Society 

2, Which public law mandates tlie P.P.B.S. program? 



C • 



No. 416 

No * 40 9 

No. 309 

No, 316 



Public schools must adopt the P*P.B*S. program no later than 



A, 
B. 



June, .1974 
July, 1977 
June, 1976 
1976 



4. P-P.B.S, would determine the counselor's role 

A. According to the duties assigned by the building principal 

B. According to the recommendations of professional agencies 
C* According to the needs of the school districts 

5. Under the P*P.B*S. System, programs would be evaluated 
according to 

A. National trends 

B* Standards of typical behavior 

C. Locally^made criteria 

6. Which is the appropriate sequence in utilizing the P*P,B,S. 
concept? 

A. Developing goals and objectives, selecting priorities, 
needs assessment, program development, evaluation 

B, Needs assessment, selecting priorities, developing goals 
and objectives, program development, evaluation 

C* Selecting priorities, needs assessment, developing goals 
and objectives, program development, evaluation 

7. Goals, objectives and evaluative criteria wou'd be determined 
by 



A, 



The author of P.P*B,S. 



G 
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B. The school board planning committee 

C. Representati%^es of the various groups in the school 
district 

D. Consultants and experts in evaluation and programming 



S. A g..al 

A. Can have only one objective which can contribute to it 

B, Is a statement of broad direction or intent without a 
time frame reference 

C. Should always be as specific as possible 

D, Is a statement of preferred outcomes used as a basis for 
j udgment 

9, A written objective should be a 
A* Purpose statement 

B* Specification of population treated 

Statement of operations to be implicated 
All of these 

10. The P,P-B*S, approach starts with 

A, Program analysis 

B, Identifying existing constraints 

C, Identifying goals and objectives 
D* Needs assessment 

11. The counselor should be able to formulate measurable 
objectives from 

A. His statement of goals 

B. His expected outcomes 

C, His identified priority needs 
D* His outline of activities 

12. P.P^B.S, will be applied 

A, To high school programs only 

B, All areas of public instruction 
C* Only to Pupil Personnel Services 

D, Only to elementary programs 

13. The evaluation procedure 

A. Needs to be psychometrically sophisticated 

B. Must be concrete and practical 

C. Should be done by someone outside the program 

14. P.P.D.S. is most effectivaly utilized when 
A, Emphasis is placed upon the budget 
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Emphasis is on the planning phase 
Attention is focused on program development 
D. Attention is carefully placed on each phase of P.P.B.S. 
without excluding any one phase 

In the long run precise evaluations in ^.P*B.S. are important 

because 

A* They point out strengths and weaknesses in the program 
B* They generate new data for revising and iniproving the 
program 

C. They indicate wheth^ir or not the objectives were 
accomplished 

D, They are i:^3quired by lav; 
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PUBLIC LAW NO. 309 



(H, 1408, Approved April 8, 1971) 

AN ACT to amend the Indiana Code of 1971, 20^1, by adding a nev/ 
chapter, concerning school budgGtary practices. 

Be it enacted by the General Assembly of the State of Indiana^ 

Section I* IC 1971, Title 20, Article I, is amended by adding ' 
a new chapter^ to be numbered 1,5 and to read as follows: 

Ch, 1.5. State Board of Education: Commission on General Educa-' 
tion 

Sec. I. The Commission on General Education shall immediately 
make an analysis of a single unified system of budgetary prepara-- 
tion and accounting based upon the concept of the planning and 
program budget system. 

Sec. 2, The Commission shall analyze such budgetary system to 
determine v;hether it offers accurate and complete program and item 
data which allows ready comparison of educational program cost 
incurred in the several public school systems of the state* 

Sec* 3* The Commission may contract with any competent consulta- 
tion firm for any necessary survey, analysis or design expertise 
not found within those agencies of the Department of Public 
instruction. 

Sec* 4. The Commission shall complete the analysis of such a 
system of programmed budgeting on or before July 1^ 1976. After 
such date, the Commission shall establish a program of instruction 
for all local system administrators and other personnel who should 
be invqlved, including local school budgetary officers, so that 
the analysis and instruction program will be completed on or before 
July 1, 1977. 

Sec, 5* All public school governing bodies in the state ^ without 
exception, shall adopt and fully and accurately implement the 
budgetary system established pursuant to this chapter whenever 
the General Commission so determines after receipt of a recommenda- 
tion of readiness from the consulting firm, but no later than 
July 1, 1977, in any event* Failure of any such system to adopt 
and fully and accurately implement such budgetary system shall 
constitute a violation of state law and the Commission shall 
immediately move to take such action as . t deems appropriate* 

9 
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DEFINITIONi 



P,P.B.S, (Planning, Programming, Budgeting System) is a manage- 
ment technique for allocating resources in a manner that will 
maKimize benefits through reasonable costs* It provides a 
structured mechanism of identifying needs, planning programs, 
choosing among alternative courses of action, allocating and 
controlling resources and checking results, P,P*B,S* in Indiana 
represents a philosophy for managing a school corporation more 
effectively/ and emphasizes the integration of the following = 

^ Identirication of a school corporation's needs 

- Fomal definition of the corporation's goals and program 
ob jectivea 

Arrangement of activities into an educational program 
structure 

- Selection of desired alternative programs using 
analytical techniques 

- Allocation of human and fiscal resources to clearly^ 
defined programs 

Evaluation of a school corporation's activities 

Recommendation and projection of future program design 

The P.r*B,S* approach, as utilized in Indiana, starts with the 
identification of needs and priorities* h need may be defined as 
the difference between what exists and what is desired. The 
completion of a comprehensive needs assessment is essential to 
total implementation of a P.P.B.S, system* As needs are identified, 
priorities are established, goals and objectives are then developed, 
A goal is general, timeless and a statement of broad direction, 
purpose or intent without reference to a time frame* Some goals 
may be specific and contribute to the attainment of higher level 
goals* An objective, however/ is an accomplishment that may be 
measured within a given time frame. Objectives are measurable and 
state specifically how the degree or achievement will be measured* 
Objectives are grouped and arranged with reference to the goal that 
is supported and more than one objective may contribute to a given 
goal* In order to achieve goals and objectives which have been 
based upon identified needs, new programs are developed or eKisting 
programs modified or changed completely if not congruent with 
current needs, goals, and objectives* A primary component of P*P* 
B,S* is to determine to what extent the established objectives of 
programs have been accomplished. Evaluation is a systematic 
procedure of collecting and analyzing reliable and valid informa* 
tion for the purpose of decision^making concerni.^'ig the objectives 
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and resource allocation. The goals, objectives and evaluative 
criteria develop in sove^al ways^ but they always involve some 
personnel representatiQn from the program being studied i For 
example^ the guidance q-^ pupil personnel services director^ as 
v;ell as counselors^ participate in formulating guidance program 
structure. Hence / frorn the beginning there is an emphasis on 
prof essionally--or iente<3 duties and obligationn. When these goals # 
objectives and evaluative criteria are established/ the implementa^ 
tion falls logically v/ltfiin this framework. 



Why P , P . B ._s^ fo£ ^^s^idrs ^ 

1, Public Law Mo* 309 iti^ndates that all public schools shall adopt 
and implement p,P*B^g. no later than July 1^ 1977. Counselors 
need to know how to translate their services under this mandate. 

2, P*P.B,s* provides m.ti organized framework for identifying and 
assessing th© guid^j^ce-related needs of school populations, 

3, It provides a v/ay to justify the need for additional guidance 
services as w©il aa to justify budgetary requests for guidance* 

4, It provides a v^ay Of clearly describing guidance and counseling 
services to the Public. 

5, It helps to justify "appropriate" counselir functions and 
more effective use q£ the counselor's tim^* 

6, Many states ha^ve m^j^dated the P.P*B.S. system for their 
educational serviceg^ e.g.^ Colorado^ Hawaii/ Illinois^ 
Indiana and Ohio? ^nd if the trend continues ^ it necessitates 
that counselors be familiar with the concept v;herever they go* 
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SEQUENTIAL PHASES OF P.P.B.S. APPLIED 
TO COUNSELING AND GUIDANCE 



I. 


NEEDS 


ASSESSMENT 


\ 


/ 


II. 


SELECT 


r RIORITIES 




/ 


III. 


DEFINE 


AND WRITE GOALS AND OBJECTIVES 


\ 


/ 


IV. 


DEVELOP ACTIVITIES (PROGRAMS) TO MEET 
GOALS AND OBJECTIVES 


\ 


/ 




EVALUATE RESULTS 
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NEEDS ASSESSMENT 



The first phase of P.P.B.S, Lb Needi Assessment, It is the 
key to the successful development of goals and objectives 
and to successful program design. A needs assessment can 
range from a very simple to a very complex procedure. The 
term needs assessment refers to determining the needs of a 
particular target group. When the needs of the group have 
been identified and priorities established^ objectives are 
developed to meet these needs. 

One method of needs assessment can involve the careful con- 
sideration by the pupil personnel staff of the guidance needs 
of pupils in their schools. The question to be answered might 
be I What are the most important needs of pupils that can be 
satisfied by the personnel^ competencies and resources of our 
guidance program? Needs identified by this method can be 
translated into the objectives for the guidance program. 

However, a much better method, and one recoiranended, involves 
the target group (e,g,, students) in the identification of 
needs which they judge to be most important. The assessment 
procedure v/ould involve the target group responding to 
questions designed to identify their guidance-^related needs 
and also to identify whether current guidance practices are 
appropriate to their needs. The responses of the target group 
are used as a basis for developing guidance objectives appro-^ 
priate to identified needs, thereby developing a more realistic 
and accountable guidance program. 
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COMPETENCY RFQUIREDJ THE COUNSELOR MUST BE ABLE 

TO ASSESS THE NEEDS AND/OR EXPECTATIONS 
OF THE POPULATIONS (S) TO BE SERVED. 

A. Process: Identify and list all populations to be served . 

To assess the guidance needs of the school and community, 
Representatives from the following populations might be 
included in data collection: 

Pupils 
Teachers 

Principals and other administrators 
Parents 

Pupil Personnel Services staff 

To assure an adequate representation from each of these groups , 
the counselor might identify the population (s) to be served m 
terms of the following characteristics: 

Ethnic composition 
Socio-economic strata 
Political factors 
Grade level 

Educational expectations 

Illustra tion - Edson School Corporation is located in Edson Town- 
ship, New Jersey, 40 miles south of New York City and 60 miles 
east of Philadelphia. Edson Township has a population of 80,000 
and is still growing with the influx of industry. Most of the 
residents in Edson are lower to upper middle class, with average 
income of $10,500. The residents reflect a wide occupational 
range, including many factory workers who have migrated from the 
city and college teachers who teach at the nearby state university 
and nearby junior college. There are two high schools in Edson 
which have been in existence for 5 and 10 years, respectively. 
Both high schools serve very similar populations, and in 1972 both 
high schools decided to make their guidance programs stronger and 
more accountable. They took this direction because of the in- 
creasing growth of their community and school and because of 
criticism of the guidance program from a number of groups, including 
students, some teachers and administrators. A number of other 
concerns were brought to the guidance staff's attention in some- 
what vague terms, but which concerned the staff. Complaints of 
students who have felt depersonalized in the school because of in- 
creasing enrollment; students' uncertainty of making a realistic 
career choice or of pursuing further education? and teachers 

15 
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complaining about managing classroom behavior but getting no help 
are typical of the things heard around school. There has also 
been an increasing number of students dropping out of school* In 
light of just this kind of information, the guidance staff carried 
out a needs assessinent. 

Please Decide What Populations You Recommend The^e Two schools 
Assess and Why? 



On the following page are the populations which the Edaon guidance 
staff assessed. 
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The Edson guidance staff decided to assess the following populations 
because of the reasons listed! 



Students! Because of vague complaints concerning depersonaliza- 
tion, and because of many students expressing uncertainty _ about 
career choice, the staff wanted to find specific information re- 
lated to these concerns. The staff was also concerned about the 
increasingly high dropout rate and thought data from students 
might shed light on what was causing it. The staff also felt that 
students were their primary concern and sought any other informa- 
tion which would indicate a need for guidance intervention. 

Teachers: The counselors agreed that on many occasions teachers 
did mention the need for help concerning behavior management. How- 
ever, the counselors were not sure they would be able to justify 
spending time with teachers since they felt the administration did 
not feel this was part of the counselors' role. However, since 
teachers sometimes were critical of the counselors, the staff wanted 
to find out just what service they could provide that teachers felt 
they were not providing. 

Administrators s The school administration was a very important 
factor concerning what functions counselors performed in the schools, 
Many times counselors wanted to try something new, or to eliminate 
some functions they felt were superfluous, but were not sure how 
the school administration would react. They had not had occasion 
to discuss counselor role and function with the school administra- 
tion lately and felt that it was more important to get some indica- 
tion concerning just how they viewed the counselors' function. The 
school administrators were particularly concerned about the drop- 
out problem and often insinuated that guidance should do something 
in this area. 

counselors: The guidance staff felt that they had never really 
researched how they spent their time, or what they felt were speci- 
fic superfluous duties. Occasionally they aired complaints about 
performing some attendance duties and other clerical tasks, but 
never pinpointed how much of a concern this was to all members of 
the guidance staff. Therefore, it was felt to be important that 
counselors have a chance to react to what they felt were important 
or unimportant functions in their work. 
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Application When you return to your school, please apply this 
process by~ identifying and listing the populations in your school 
or corporation \shich you feel your guidance program is capable of 
serving^ 
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B. Process: CQllect data using a Bystematic approaoh which is 
de 8 igned ^6 identify gu idance-r elated needs and to 
identify whether current" guidance practice s are 
appropriate to these needs , 

Frequently used methods for collecting data include questionnaires, 
interviews^ brainstorming sessions, school and community records 
and follow-'Up studies. Various other methods may be developed,* 
Also, the entire population may be surveyed or a sample may be 
assessed, e.g., random sample. 

Illustration - Decide (1) what type of critical questions could be 
asked in "order to identify their guidance-related needs and whether 
current guidance practices were appropriate to their needs, and (2) 
what type of approach you feel would be most appropriate for the 
Edson School Corporation to gain data. 

The data collection approach used by Edson School Curporation and 
eKamples of questions they asked are on the following page. 



*See AppendiK A, B, C, D, E, for sample questions, 
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Example - Edson School Corporation decided that they womld assess 
students, teachers # administrators and counselors predominately 
through the us« of questionnaires. They assessed all persons in 
each of the popu=lations . They also decided to assess the extent 
of the dropout problem by eKamining school records which contain 
incidencee of student dropouts. Some eKamples of the questions 
asked to assess the needs of the target groups and whether current 
guidance practices were appropriate to their needs are as follows i 

The instructions read i 

Please indicate your response as to whether your answer to the 
question is yes or no. 

Student Needs Assessment Yes No 

1. h) Do you know which member of your 

school faculty is your counselor? 
B) Is it important to you to know who 
your counselor is? 

2. A) If given a personal problem, would 

you feel free to discuss it with 
someone on the guidance staff? 
B) Would you like to have someone to 
talk to? 

3* A) Has your school counselor talked 
with you about your test results 
in relation to your eduGational 
and vocational plans? 
B) Is this a function he should perform? 

4 , A) Have you received any help from your 
school in the improvement of your 
study skills and habits? 
B) Would you like help in this area? 

5* A) Have you had an opportunity to partici- 
pate in group discussions about the 
concerns of high school students? 
B) Would you like an opportunity to do 
this? 



Teacher Needs Assessment 

6, A) Has any counselor assisted you in 

relating the subject matter you teach 
to future jobs and educational oppor- 
tunities? 

B) Should counselors provide this type of 
assistance in your school? 



20 
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Teacher Needs Assessment (Gontlnued), Yes No 

7* A) Does a guidance counselor assist you 
in understanding your role in the 
guidance program? 
B) Do you consider it important to have 
a role in the guidance program? 

8. A) Does a guidance counselor help you to 

understand better how to use test 
results and other data so that you 
may use more appropriate materials and 
methods of instruction? 
B) Should this be a role of a counselor 
in your school? 

9, A) Is provision m.ade for you to study 

and become aware of the needs o£ pupils 
through case conferences? 
B) Should counselors help perform this 
function? 

10. A) Is there sufficient oommunication 

between you and the guidance oounselors? 
B) Do you care that there is communication 
between you and the counselors? 

School Administrator Needs Assessment 

11. A) Is the guidance staff in the school 

identified with the administration? 
B) Should the guidance staff be identi-- 
fied with administration? 

12. A) Is checking and recording attendance 

a guidance function in the school? 
B) Should this be a guidance function? 

13. A) Do your school counselors teach at 

least one subject matter class? 
B) Should counseiors teach at least 
one class? 

14. A) From your standpoint^ do you have 

an adequate understanding of your 
school guidance program? 
B) Would you like to have a better 
understanding of the guidance 
program? 

21 
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Schoo l Administrator Needs Assessment (continued ) Yes No 



15. A) Does the guidance office have -the 
responsibility to assist students 
and graduating seniors in securing 
part-time or full-time employment? 
B) Do you feel plaQsment is the respon- 
sibility of guidance? 



Counselor Needs Assessment 

16. A) Ii the guidance program based on 

a written' statement of philosophy 
and objectives with which the school 
staff is in general accord? 
, B) Should there be a written statement 

of goals and objectives for guidance? 

17. A) Are you overburdened with activities 

either clerical in nature or not 
closely related to guidance work 
with students? 
B) Are you satisfied performing clerical 
activities and working indirectly 
with students? 

18. A) Have you engaged in at least one 

research study during the past year? 
B) Do you feel research is a function of 
counselors in your school? 

19- A) Is there a planned guidance orienta- 
tion program for incoming students each 
year? 

B) Should guidance be responsible for 
orienting incoming students? 

20, A) Do you interpret test results and 
other pertinent information in 
student groups? 
B) Do you feel test interpretation 

is an important counselor function? 



Please critique Edson • s choice of assessment procedures 
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ApplicatiQn » When you return to your school, please apply thie 
pre: ^'^s~by (1) deciding what types of questions would identify 
thei^_ guidance-related needs and whether current practices are 
appropriate to meet these needs, and (2) selecting a system for 
gathering data in terms of your own target populations. 
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C. Process^ DevQlop a system for utilizing the collected data , 

The counselor will decide how to utilize the data collected. This 
would involve deciding whether frequency distributions, percentages, 
etc, would be used as a means to classify and compile the 
inf orrnation * 

Illustration » Based on the Edson School Corporation, how would 
you compile and classify the data in a manner that would facilitate 
understanding it? The following page describes how the Edson School 
Corporation compiled and classified their data. 
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EKample - Edson h^d indicated that its primary assessment strategy 
Was the survey queatior^iiaite i as mentionad earlier # and eKamination 
of school records which indicate incidences of student dropouts. 
Following Is the cornpil^tion of the results of some of the questions 
already mentioned/ that ^ere part of the survey instrument. The 
incidence of studerit dropout is also recorded* Following the statis 
tical data is a suitmiary o€ the kinds of information collected in 
their needs assessirient * From the statistical data and the suiTimary 
sheets the counselor^ i-ti the Edson Corporation proceeded to the 
next competency needed by a counselor utilising the p.P.B.S, formati 
Selecting Priorities* 

Data From Ed£On SutvgZ A gtjBssment 

Student Ne^s Asjissmen^ % Yes % No 

1* h) Do you knov? whiQji member of your 35 65 

school fa^^uity tg your counselor? 75 25 

B) Is it impottan't to you to know who 
your coun^^io^ Is? 

2, A) If given a personal problem^ would 38 62 

you feel Ctee to discuss it with 79 21 

someone on the guidance staff? 
B) Would you like to have someone to 
talk to? 

3, A) Has your school counselor talked 23 77 

with you abo^t yo^t test results 86 14 

in relation to y^i^t educational 
and vocational plans? 
B) Is this a function he should perform? 

4, A) Have you r^cei^^d any help from your 27 73 



school in th© iinp^ovement of your 
study skills an^ habits? 
B) Would yo^ liHe help in this area? 



46 54 



5, A) Have you b^d an opportunity to partici- 40 60 

pate in g^roup digcussions about the 61 39 

concerns oS high school students? 
B) Would you like opportunity to do 
this? 



Teacher Need£ As^ssgl^ 

6. A) Has any counselor assisted you in 11 89 

relating the BUhject matter you teach 76 24 

to future jobs ^jid educational oppor- 
tunities? 

B) Should cou^gelots provide this type of 
assistance in yoar school? 
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Teacher Needii Assessment (continued) 



7. A) Does a guidance counselor assist you 

in understanding your role in the 
guidance program? 
B) Do you consider it Important to have 
a role in the guidance program? 

8. A) Does a guidance counselor help you to 

understand better how to use test 
results and other data so that you 
may use more appropriate materials and 
methods of instruction? 
B) Should this be a role of a counselor 
in your school? 

9* A) Is provision made for you to study 

and become aware of the needs of pupils 
through case conferences? 
B) Should counselors help perform this 
function? 

10. A) Is there sufficient communication 

between you and the guidance counselors 
B) Do you care that there is cortmunication 
between you and the counselors? 



School Administrator Needs AsseBsment 

11. A) Is the guidance staff in the school 

identified with the administration? 
B) Should the guidance staff be identi-- 
fled with the administration? 

12. A) Is checking and recording attendance 

a 'guidance function in the school? 
B) Should this be a guidance function? 

13. A) Do your school counselors teach at 

least one subject matter class? 
B) Should counselors teach at least 
one class? 

14. A) From your standpoint, do you have 

an adequate understanding of your 
school guidance program? 
B) Would you like to have a better 
understanding of the guidance 
program? 
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School Administrator Needs Assessment (continued) % Yes 

15. A) Does the guidance office have the 55 
responsibility to assist students 87 
and graduating seniors in securing 
part-time or full-time employment? 
B) Do you feel placement is the respon'^ 
sibility of guidance? 



Counselor Needs Assessment 

16 • A) Is the guidance program based on 0 100 

a written statement of philosophy 80 20 

and objectives with which the school 
staff is in general accord? 
B) Should there be a written statement 
of goals and objectives for guidance? 

17. A) Are you overburdened with activities 80 20 

either clerical in nature or not 10 90 

Closely related to guidance work 
with students? 
B) Are you satisfied performing clerical 
activities and working indirectly 
with students? 

18* A) Have you engaged in at least one 25 75 

research study during the past year? 60 4U 

B) Do you feel research is a function of 
counselors in your school? 



19, A) Is there a planned guidance orienta- 



tion program for incoming 
year? 

B) Should guidance be responsible for 
orienting incoming students? 

20, A) Do you interpret test results and 
other pertinent information in 
student groups? 
B) Do you feel test interpretation^ 

is an important counselor function? 



0 100 

students eacli 75 25 



55 45 
75 25 



Dropout statistics 

The counselors eKamined the dropout rate and found that from 
1968 to 1973, the percentage of students dropping out of school 
increased each of the last five years for grades 9 and 10 and 
increased for the last two years for grades 11 and 12. Tiiis was 
true for both schools. 

Please critique Edson's methods of compiling its data, 
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Application - When you return to your school^ please develop a 
plan which provides for compiling^ classifying and analyzing 
your data. 
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II, Selecting Priorities 



The needs assessment information provides the direction for the 
developmeii of guidance objectives. In order to determine which 
objectives will be accomplished ^ the needs must be ranked in the 
order of their priority* Close consideration should be given to 
those needs which are most apparent and for which objectives would 
obtain the maximum impact. 

.. COMPETENCY REQUIRED: THE COUNSELOR MUST BE ABLE TO DETERMINE 

GUIDANCE PRIORITIES BASED ON IDENTIFIED 
NEEDS • 

A. Process Rank the guidance needs based on priority . 

The data collected in the needs assessment process is ranked in 
order of priority. Importance determines the priority of needs. 

Illustration ^ Please rate what you consider to be the most 
important needs facing the Edson School Corporation on the basis 
of its needs assessment and list its priority. Ten counselors 
were involved. 

On the following page is how Edson weighed its needs and ranked 
them in order of their priority. 
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Example - Edson decided that it would examine the results of its 
needs assessment and weigh them. Each counselor could weigh the 
results of the needs assessment item on a score of 1-5. Importance 
was weighed in terms of whether the respondent indicated that this 
w^as an important and needed function from counselors and whether 
counselors v;ere in fact meeting this need. Therefore, the impor- 
tance was designated sls% 

5. Very important need for counselors to attend t.w. 
4, Important need to look into. 

3. h need that counselors could attend to, but not 

necessarily pressing at this time* 
2, Not important at this time, 

1. Something the counselor should not do or attend to* 

The results are as follows (ten counselors were involved and their 
average score is next to the item) , 

Data From Edson Survey Assessment 

Student Needs Assessment % Yes % No Importance Rank 

1. A) Do you know which member of 35 6 5 5.0 1 

your school faculty is your 75 25 

counselor? 
B) Is it important to you to 
know who your counselor is? 

2. A) If given a personal problem, 38 62 4.4 11 

would you feel free to discuss 79 21 

it with someone on the guidance 

staff? 

B) Would you like to have someone 
to talk to? 

3. A) 1 your school counselor 23 77 4.8 4 

.iked with you about your 8 6 14 

uast results in relation to 
your educational and vocat-'Qnal 
plans? 

B) Is this a function he should 
perform? 

4. A) Have you received any help '27 73 3.8 15 

from your school in the im- 46 54 

provement of your study skills 
and habits? 
B) Would you like help in this 
area? 
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student Needs Assessment (continued) 



% Yes % No Importance Rank 



5* A) Have you had an opportunity 40 60 3.7 16 

to participate in group dis=- 61 39 

cussions -bout the concerns 
of high schcol students? 
B) Would you like an opportunity 
to do this? 



Teacher Needs Assessment 

6* A) Has any counselor assisted you 11 89 4.5 9 

in relating the subject matter 76 24 
you teach to future jobs and 
educational opportunities? 
B) Should counselors provide 
this type of assistance in 
your school? 

7. A) Does a guidance counselor 41 59 4*2 12 

assist you in understanding 63 37 

your role in the guidance 
program? 

B) Do you consider it important 
to have a role in the guidance 
program? 

8* A) Does a guidance counselor 21 79 4,5 8 

help you to understand better 81 19 

how to use test results and 
other data so that you may 
use mora appropriate materials 
and methods of instruction? 
B) Should this be a role of a 
counselor in your school? 

9. A) Is provision made for you to 41 59 4.5 7 

study and become aware of the 83 17 

needs of pupils through case 
conferences? 
B) Should counselors help perform 
this function? 

10. A) Is there sufficient coranunica- 34 66 4.4 10 

tion between you and the 76 24 

guidance counselors? 
B) Do you care that there is 

communication between you and 
the counselors? 
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School Administrator Meeds Assessment % Yes % No Importance Rank 



11, A) Is the guidance staff in the 

school identified with the 
administration? 
B) Should the guidance staff be 

identified with administration? 

12, A) Is checking and recording 

attendance a guidance function 
in your school? 
B) Should this be a guidance 
function 

13, A) Do your school counselors 

teach at least one subject 
matter class? 
B) Should counselors teach at 
least one class? 

14, A) From your standpoint, do you 

have an adequate understanding 
of your school guidance pro^ 
gram? 

B) Would you like to have a better 
understanding of the guidance 
program? 

15, A) Does the guidance office have 

the responsibility to assist 
students and graduating seniors 
in securing part-time or full- 
time employment? 
B) Do you feel placement is the 
responsibility of guidance? 



40 
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51 
40 



21 
33 



55 
75 



65 
87 



60 
67 



49 
60 



3,6 



18 



79 
67 



45 

25 



35 
13 



3,4 



3.2 



4.0 



3,7 



19 



20 



13 



17 



Counselor Needs Assessment 

16, A) Is the guidance program based 0 100 

on a written statement of 80 20 

philosophy and objectives with 
which the school staff is in 
general accord? 
B) Should there be a written state- 
ment of goals and objectives 
for guidance? 
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Counselor Needs Assessment (continued) % Yes % No Importance Rank 



17, A) Are you overburdened with 80 20 4,7 5 

activities either clerical in 10 90 

nature or not closely related 
to guidance work with students? 
B) Are you satisfied performing 

clerical activities and working 
indirectly with students? 

18, A) Have you engaged in at least 25 75 4.0 14 

one research study during the 60 40 

past year? 
B) Do you feel research is a 

function of counselors in your 
school? 

19, A) Is there a planned guidance 0 100 4.9 2 

orientation program for in-- 75 25 

coming students each year? 
B) Should guidance be responsible 
for orienting incoming students? 

20, A) Do you interpret test results 55 45 4.8 3 

and other pertinent information 75 25 
in student groups? 
B) Do you feel test interpretation 
is an important counselor func-- 
tion? 



The counselors w^re also asked to rate the importance of the dropout 
problem and their role in it. Their average score was 4,8, which 
made this a priority area for the counselors. 
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Priorities of the Edson guidance personnel werei* 

1. To familiarize students with whom their counselor was. 

2. To have a planned guidance orientation for incoming 
students * 

3* To focus on helping to alleviate the dropout problem. 

4. To talk with students concerning their results in 
relation to their educational and vocational plans, 

5. To interpret test data in groups to students. 

6. To have the guidance program based on written 
objectives . 

7. To have case conferences with teachers covering 
pupil needs. 

8. To explain test results and other data to teachers 

so they can use more appropriate materials and methods 
of instructionp 

9. Help teachers to relate subject matter to future jobs 
dind educational opportunities* 

10. To improve communication between counselors and teachers , 



*See Appendix F for another approach to selecting priorities. 
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Application After you have completed a needs assessment in your 
school or corporation, utilize a method to select and rank these 
needs in terms of their priority. 
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Ill, Writing Goals and 01 jctives 



After having selected priorities from th& needs assessment phase, 
the next step is the development of goals and objectives. It is 
from these goals and objectives that the guidance program shall 
progress. Writing goals and objectives is an important part of 
the guidance program and allows someone who is unfamiliar with the 
program to gain an understanding of its content and direction, 

COMPETENCY REQUIRED: THE COUNSELOR MUST BE ABLE TO FORMULATE 

GOALS AND MEASURABLE OBJECTIVES FROM 
IDENTIFIED NEEDS AND PRIORITIES, 

A, Process - Define goals of the guidance and counseling program . 

A goal may be defined as follows^ A goal is a statment of broad 
direction or general intent and is not concerned with achievement 
within a specified period of time. For eKample/ a guidance educa-- 
tional goal fcj a school corporation might bei To assess each 
student in his efforts to develop and utilize his potential in 
making a place for himself in the school ^ community and society* 
Other goals might be written in the vocational (career) or social 
areas , 

Illustration ^ What could you consider an important goal or goals 
b f^ the Eds on school system? The goals of the Edson system are 
listed on the following page. 
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EKample - The guidance goals of the Edson School Syetem werei 

To provide students an opportunity to assess their 
strengths and endeavors and to utilize the information 
in career planning. 

To help facilitate the learning and personal development 
of all students in the Edson School Corporation. 

To provide guidance services to all personnel in the 
school corporation and familiarize the personnel with 
these services. 

Please critique these goals on the basis of your 
recommendations . 
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B. Process Define measurable guidance objectives in 
outcome-statedrterms . 

An objective may j defined as follows^ An objective is a desired 
accomplishment that can be measured v;lthin a prescribed period of 
time under specified conditions. Objectives ^ describe the desired 
performanca of a particular activity or group of activities. 
Objective statemants specify the method of measurement and criteria 
to be used in evaluating the success of the activity, as well as 
the i:ime period within which the objective is to be achieved. 
Objectives are easily understood when they contribute to a goal(s) 
and relate to a specific need(s)* 

For example^ the need illustrated by the following baseline data 
would warrant a guidance objective i The student assessment 
indicated that only 43% of eleventh and twelfth grade students 
knew the \^arious functions and services of the guldanGe department. 

The objective could readi All eleventh and twelfth grade students 
v;lll be informed about the various functions of the guidance depart- 
ment so that at the end of the school year at least 90?. ::■£ these 
students will indicate that they have sufficient knowlacna^ the 
guidance services as indicated by the student assessmen' 

Illustration What would you recommend as three or four important 
objectives for the Edson School Corporation. Please Indicate r.he 
baseline data which indicate need for the objective and write the 
objectives . 

The objectives which Edson wrote are on the following page. 
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EKample - The guidance objectives for the Edson Schobl System 
were developed from its listed priority needs and baseline data. 
Some of these objectives were as follows i* 

PRIORITY - Educational and Career Planning 

BASELINE DATA - The Student needs assessment indicated that 77% 
of eleventh and twelfth grade students had not talked with a 
counselor about test results in relation to his educational and 
career plans, while 86% felt a counselor should provide this service, 

OBJECTIVE " All eleventh and twelfth grade students will have had 
an opportunity to talk with a counselor concerning their test 
results in relation to their educational and career plans so that 
at the end of the year at least 85% of these students will indicate 
on a follow-up assessment that they can relate their test scores to 
educational and career planning. 



PRIORITY - Student Dropouts 

BASELINE DATA - Upon examination of dropout records , it was found 
that from 1968 to 1973^ the percentage of students dropping out of 
school increased each of the last five years for grades 9 and 10, 
and increased for the last two years for grades 11 and 12, 

OBJECTIVE ^ The records of all dropouts will be examined so that 
by the end of the school year a "dropout profile" will be developed 
and utilized in the development of a dropout prevention program for 
the next year, 

PRIORITY - Counselor-Teacher Communication 

BASELINE DATA - 66% of the teachers indicated on the teacher assess- 
ment that there was not sufficient communication between them and 
the guidance counselors, while 76% of the ^teachers wanted this 
communication* -^-v^- pff^'' 

OBJECTIVE ^- All teachers will be contacted and involved in inter-^ 
action with counselors so that at the end of the year 75% of the 
teachers will indicate on a follow-up assessment that there was 
sufficient communication between them and counselors. 

Please critique these objectives. 



*For additional examples of guidance objectives/ see Appendix G. 
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Application - Mhen you return to your school, utilize this process 
and writs guidance objectives for your guidance prioritias* 
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IV. Developing Programs to Achieve Objectives 

After determining guidance-related needs, eelecting priorities and 
writing guidance goals and objectives, the next step is the develop-' 
ment of the programs necessary to achieve the objectives. A program 
may be a simple or a more complex approach to meeting an objective, 
depending upon the scope of that objective. However, a program 
could Include the following components i activities, specific proce- 
dures, resource personnel, time table and budget* 

COMPETENCY REQUIRED i THE COUNSELOR MUST BE ABLE TO FORMULATE 

SPECIFIC PROGRAMS RELATIVE TO ACHIEVING 
OBJECTIVES. 

A* Process - Identif y the activities , specific procedures , resource 
personnel , time table and budget necessary to aGhieve 
a stated objective , "~ 

Activities : The activities specify what typically needs to be 
done in order to contribute towards achieving a stated objective* 

Specific Procedures i* The procedures describe how an activity 
will be performed. The procedure may include role playing, 
groups, simulation, etc. 

Resource Personnel i These are the people who are needed to 
direct or perform the procedures outlined* They can be those 
people in or outside the school who can and will make a 
specific contribution to an activity listed* 

Time Table I The estimated time (days, weeks, months) needed 
to complete the activity. 

Budget I** The estimated cost of the activity in terms of 
special material, equipment, travel, personnel and any addi-- 
tional resources. 

We can take our earlier example of an objective written for a 
particular need and show how a program is designed to fulfill the .. 
objective. See the next page* 



*When evaluation designs are included in procedures, see Appendix 
M for asaistancep 

**For additional explanation of a guidance budget under P.P.B.S*, 
see Appendix L. 
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PRIORITY - ORIENTATION 

BASELINE DATA: The studint assessmsnt indicatid that only 431 of ilfiventh and twelfth 
grade studints knew the varioui functioni and lervicis of the guidance 
departinent. 

OBJECTIVE! All ilaventh and twelfth gradi students will be inforinid about various 
functions of the guidance department so that at the end of the school 
ysir at Isast 901 "of thiii studints will indicati that they havi suffiQient 
knowledgi of the guidance sirvices as indicated by ths studint assissniint. 



ACTIVITIES SPECIFIC PROCEDURES RESOURCE PERSONNEL TIME TABLE BUDGET 



L Arrange for 11th Couniilors will use homeroom Counselor Sept. 3-21 No additional 

and 12th grade periods to tell students how ' . budget required 

studsnts to learn sounsilors will work with thini 
about guidanci in thiir educational and voci- 
servlces, tional planning and their 

pirsonal problams. ••• ■■ ■ ■ ■■ *'* ' 

2. Work out student Homirooin tiachers will give Tiachers 
confersnce out student conference sched- 

. schidule. ulis to students, 

Secritary will have a Mster Sscritiry 

scheduls of student confir- 

ences. 

3. Arringe counselors 'Secretiry will prepare sched- Guidance secretary Sipt, 10-14 
SGheduli to have ula to show counselors' tine 

one of the three for student-initiated confer- 
counselors avail- ences, 
able a part of • 
each hour for 

student-initiated 46 
' confsrsnceSi 



Illustration ^ Please seleat an objective you have written for 
the Edson School System and write at least three activitieg y 
specific procedures ^ the resource personnel ^ time~able and 
budget required to achieva that particular objective. 



See the following page for a program developed by Edson. 



Example - One objective for tha Edson School Systam was that "all 
eleventh and twelfth grade studants will have had an opportunity 
to talk with a counselor concerning their test results in relation 
to their educational and career plans so that at the end of the 
year at least 85% of the eleventh and twelfth grade studentB will 
indicate on a follow--up assessment instruinent that he is able to 
relate test scores concerning abilities, aptitudes and interest to 
his future and career planning*" The activities ^ specific proce- 
dures , resource personnel , time table and budget required to 
achieve that particular objective was described by Edson on the 
following page. After you have read the eKamplei please critique 
Edson *s program for this objective** 



*For additional program examples, see Appendices 1, J and K, 
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PRIORITY - CAREER PMNING 



BASELINE DATAi Tha Student needs asssssment indicated that 771 of eleventh ind twelfth 
grida studints had not talked with a counselor about test results in 
rilation to thiir educational and cariir planning. 

OBJECTiyE! Ml iliventh and twelfth grade students will have hid an opportunity to 
tilk with a counselor concerning their aptitude, ability and interest 
test results in relation to their educational and career planning so 
that at the end of the year at least 851 of these students will indicate 
on a follow-up assessment that they can relate their test scores to their 
iducational ind cariir planning, 



ACTIVITIES SPECIFIC PROCEDURES RESOURCE PERSONNEL TIME TABLE BUDGET 



1, Schedule individ- 1, Intarpret intirist inven- 
uil confirences to ' tory information, ipti- 
help students tude and ibility test 

better understand scores and achievinient 
theraselves through test scores, 
the materials in 2. Coinpare test scores with 
cumulitive folders, school marks, 

3. Go over four-year plan of 
eoursis to ditinnini if 
it follows iKprsssid, 
interest of each student r 

4. Ask student to sumariie 
in writing what he has 
learned about himself and 
return to counselor to bi 
placid in his cumulitive 
folder. 



Counielor 



Sept, 10 

through 

Jinuary 



Teachers 



Sept, 
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PRIORITY ■ CARBER PLANNING (continued) 



ACTIVITIES SPECIFIC PROCEDURES RESOURCE PERSONNEL TIME TABLE BUDGET 



2. Encourage tiachers 1. Ask tiachers to talk with 
to biCQine involved studants in their classes 
in students ' about carairs which are 
career planning, related to their subject 

areasi 

2. Collect career informa- ?1,000.00 to be 

tion on subjects for used for Mteria. 

teachers and file in if funds are 

convenient place, ivailabla, 

3. Arrange iitiall ' 1. Student plan sheits will CounSilor October 
group conferences be used to group itu-^ Guidance licretary through 
with students who dents ai to interest for November 
have expressed counseling, 

similar interests 2. Students will use occupa- 
to assist thim in tional files, coUigi 
further explora- catalogs, film strips, 
tion of careers. tipes, etc. 

4. Assign students Studints who do not plan Coiraiunity resource 
" who have no ex- to attend college or are personnel 

pressed interests not interestad in en- 
to work with one rolling for vocational 
counselor. courses will eKplore job 

clusters through the use 

of films, field trips 

and speakers, 

I Arrange for 1, A special buUitin iK- Guidance secretary Nov. IB 120.00 for 

' collige night plaining college night refreshinents. 

prograrn, will be prepared and 

given to all interested 

students. 52 
2. Parents will be seftt in- 
vitations to attend 
college night with their 
son/diughter. 
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^lORITY - CAREER PLANNING (continued) 



SPECIFIC PROCEDURES 



RESOURCE PERSONNEL TIME TABLE 



BUDGET 



1. Survey students to determine 
careers in which they are 
interested. 

2. Make schedule of careers 
selected by students and 
have each student select 
three in which he is most 
interested. 

3. Schedule students for their 
chosen careers, 

4. Students will be involved 
in securing speakers for 
Career Day, 

5. Send each Career Day speaker 
a schedule showing time and 
room number for his present- 
ation, 

6. English teachers will have 
students write coiimients or 
criticisms of Career Day, 

Small groups will be sched- 
uled to visit classes to 
enable teachers and class 
members an opportunity to 
explain activities covered 
in each course. 



Community resource 
personnel 

Guidance secretary 



January 7 
through 
February 6 



Students^ Teachers February 7 



Vocational teachers 
Students attending 
vocational school 



Feb, 12-15 



No additional 
budget 
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PRIORITY - CAREER PLANNING (continuid) 



ACTIVITIES . 



SPECIFIC PROCEDURES 



RESOURCE PERSONNEL TIME TABLE 



BUDGET 



8. Arrange addition- L 



al actintiis for 
students who are 



Students who have no ex- 
pressed intirest will be 
assigned to a counselor 
who will work with them 
throughout the year. 



Counselor 



Feb. 19 to 
March 8 



unable to specify 
a job cluster 
interest, 2. 



Counselor will use methods 



to help students bicome 
awari of thimsilves as 
persons who will be ex- 
ploring and selecting 
occupations and leisure 
activities. 

3, Field trips will be U=— - Fraternities 

arranged, ipeakers secured 
and part-time work 



encouraged for this group. 
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Application - When you return to your school, please utili:; 
this process and develop programs for the objectives you 
developed earlier. 



V. EVALUATION 



Successful participation in the guidance program evaluation is 
contingent ipon the cooperation of two groups i Those persons 
whom the p. jram is intended to help (students, school staff and 
parents) and those persons who contribute to the attainments of 
the guidance objectives (school counselors, teachers and adminis- 
trators) , Administrators and guidance staff members should 
participate both in planning the evaluation and in making the 
decisions prompted by the evaluation* The primary sources of in- 
formation for the evaluation are students, teachers, evaluation 
committee members and school counselors. 

The guidance program evaluation might be conducted for purposes 
of : 

1, Articulating the needs and the accomplishments of 
the guidance program, 

2, Developing mutual understandings and cooperative 
working relationships among the total school staff, 

3, Making sound decisions, based on valid and reliable 
information, for the improvement of the school's 
guidance program - 

In large part^ the guidance evaluation overlaps with the needs 
assessment phase. Many of the instruments used to determine needs 
can be used to evaluate whether these needs have been met, as 
well as to uncover newer needs. For example, one item from the 
student needs assessment instrument used by Edson Schools asked 
"Has the counselor talked with you about your test results in 
relation to your educational and vocational plans?" Seventy^ 
seven per cent of the students responded "no." This same item 
can be used as the evaluative instrument to learn to what extent 
students talked to counselors with respect to relating their test 
results to their educational and vocational plans. In most cases, 
that vehicle which indicated a guidance need can be used to 
indicate whether the need has been met, e.g., attendance records, 
dropout rates / achievement scores . 
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COMPETENCY REQUIRED: THE COUNSELOR MUST BE ABLE TO DEVELOP 

AND IMPLEMENT A GUIDANCE PROGRAM 
EVALUATION, 

A* Process - Develop a method of evaluating the guidance program 
expectatrons as" well as reviewing the indications 
or evidence which illustrate" whether the guidance 

ec t i yes were met ror at least what progress was 
made towards achieving those obiectives . ) * 

Guidance is an important part of the total educational program of 
a school and should produce results which affect students^ staff 
and parents positively. The evaluation process is a way of 
rallying people and resources to focus on the objectives and 
activities of the guidance program and of stimulating cooperative 
action in making decisions for program improvement. 

Considerations for an effective guidance evaluation might include: 
who will be involved in the evaluation; how will the evaluation 
be carried out; what purpose is the evaluation going to serve; how 
long and involved will the evaluation be, and what will be done 
with the results of the evaluation* 

Illustratic : Consider Edsc chool Corporation* What steps would 
you recommend it consider fc. ing in order to conduct an evalua^ 
tion of its guidance program?*"^^ 



*See Krumboltz, John D, , "An Accountability Model for Counselors i 
Personnel and Guidance Journal , Junei 1974, pp* 639-646 for a^ 
method of accounting for time spent and activities conducted in a 
guidance program with corresponding cost, 
**See Appendix M for evaluation designs. 
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Example I Edson evaluated the guidance program utilizing the 

following steps as illustrated , 

1. Edson determined the purpose for which th© evaluation was 
to be done, and what limitations were to be placed on the 
evaluation process. Administrative and guidance staff 
members participated in these decisions, 

Edson decided that its purpose for evaluation was program 
improvement and to account for the established goals and 
objectives of the guidance program. School administrators 
from each school along with the schools' guidance staff 
participated in these decisions , 

2. The Edson Corporation assigned a coordinator of the evalua^ 
tion in each school, 

3, A guidance evaluation committee was organiied by the build^ 
ing principal and evaluation coordinator. The members of 
this coirumittee represented administrators and all counselors, 
representatives from the teaching areas, students, conununity 
representatives, parents and others related to guidance, 

4, Edson listed its guidance objectives and program activities 
which were to be evaluated, 

5. Edson collected the kinds of information needed to indicate 
whether the guidance objectives were met or if progress was 
made towards achieving the objectives. It utilized its 
earlier needs assessment questions, which related directly to 
the program's objectives and added additional questions to 
tap newer needs. Information was collected through student 
and teacher inventories, counselor time analysis, interviews 
and student records* 

6, Edson analyzed the information it gathered, judged the 
adequacy of the attainment of guidance objectives and the 
performance of guidance activities. It noted the results 
and made recommendations for future action. 
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Application - t^en you return to your school, please develop an 
evaluation procedure for your guidance program. 



62 

O 6 

ERIC 



Post--Test 



The meaning of P*P*B*S* isi 

A* Participation in Public Budgeting System 

B. Pupil Personnel Budgeting System 

C. Public Planning and Budgeting System 

D . Planning , Programming , Budgeting System 

The P*P*B*S. program is required by law^ 

A. No. 316 

B, No. 516 

C. No, 409 

D, No. 309 

P.P.B,S. must be adopted by public schools no later thani 

A. July, 1977 

B. June, 1976 

C. June, 1975 

D. July, 1976 

P.P.B.S, is designed to: 

A. Facilitate management of the budget 

B* Aid planning and allocating educational resources 

C, Encourage participation in program development 

D, All of the above 

The counselor's role under P.P*B.S. is shaped byi 

A, The administrator - s definition 

B* Cooperative planning of the school staff 

C. Assessed needs of the school community 

D. Students' views of what they need 

Program evaluation under P.P,B,S. is guided by i 

A, Standards of typical behavior 

B, Standards evolved at local level 

J. Standards required by the State Department 
Standards evolved from national trends 

The first stage of P.P.B.S. isi 

A. Identifying goals and objectives 

B . Needs assessment 

Planning budgetary requirement 
D. Program design 
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8, 



Goals, objectives and evaluative criteria would be determined 

by I 



A* The school administration 

B. Consultants and experts in evaluation and planning 

C. A school board committee _ 

D. Representatives of various groups in the school district 

9 . A goal I 

A. Should always be as specific as possible 

B. Is a statement of broad direction or intent without a 
time frame 

C. States what criteria illustrates whether it has been nret 

D. Specified time considerations 

10. A v/ritten objective should i 

A. State the operations to be implicated 

B* Specify populations treated 

C. Include a purpose statement 

D. All of the above 

11. p,P.B,S. v/ould help a counselor define his rolei 

A. According to professional agency recommendations 

B. According to duties assigned by the school administration 

C. According to the needs of the school district 

12. A counselor should be able to formulate measurable objectives 
from: 

A. His expected outcomes 

B, His identified priority needs 

C. His outline of activities 

D, His statement of goals 

13. The application of P,P.B,S- will cover: 

A, Only elementary school instructional programs 

B Only Pupil Personnel Services 

C. High school and junior high school instructional programs 

D, All areas of public instruction 

14. The evaluation procedure* 

A. Should be concrete and specific 

B. Is to be completed by someone outside .the school 
c! Should be supported with statistical information 
D, Should be completed every six months 
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Concrete evaluations in P.P.B.S, are critical on a long="term 

basis because they: 



A. Pinpoint current weaknesses 

B. Identify the accomplishment of objectives 

C. Are legally required 

D. Generate new information for program revision 
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APPENDIX A 



Sample Assessment of Counselor 
Time Utilization 

Please rGspond in terms of the percentage of tim.e now spent on 
specific guidance activities and t' 9 percentage of time "which 
you think you should spend . In each part you should complete 
all items in the now' spend column before responding to the 
should spend column. " Total in each column should represent 
100 per cent. 

Professional Responsibility 

Percentage Percentage 
now spent should spend 

____ Part A Working directly with students ____ 
____ Part B vrorking directly with teachers ____ 

Part C Working directly with administration 

part D Working directly with parents 



Part E Working directly with other pupil 
services workers 

part F Working directly with community 
agencies 



100% 100% 
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Working Directly with Students 



Percentage Percentage 
now spent should spend 

1 , Orientation and Articulation 



Consider: talking with parents, 
interviewing new transfer students , 
working with secondary school 
counselors , etc , 

Individual Appraisal 

Consider: organizing and/or con- 
ducting group testing programs, 
conducting case studies , develop- 
ing anecdotal records, etc. 

Individual Counseling 

Consider: academic planning, educa- 
tional and vocational planning, 
personal^social counseling, all of 
which might involve test interpre- 
tation , dissemination of educational 
and vocational information, etc. 

Group Counseling 

Consider: i^Jorking with more than one 
student at one time for educational 
and personal counseling, etc. 



100% 100^ 
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Working Directly with Teachers 



Percentage Percentage 
now Bpent should spen 

1, Develop Guidance Skills 



Consider I conducting and/or organ- 
izing planned inservice training^ 
instructing tea^chers regarding 
testing programs ^ helping teachers 
understand guidance activities , ate * 

Children with Problems 

Consider: talking inforinally with 
teachers concerning student problems^ 
working with teachers on student 
referrals I helping teachers diagnose 
problems through classroom observation 
or individual studies , etc , 

Adapting Class Instruction 

Consider: providing teachers with 
information regarding pupils , assist-- 
ing in sectioning or grouping of 
pupils , helping to provide learning 
experiences for eKceptional pupils, 
etc * 



100% 100% 
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Working Directly with Administration " ^' ^4 = 

Percentage ' " ' Percentage 

now spent ' ' -should spend 



1* Leadership and Development 

Consider I implementing. and 
coordinating the guidance 
- ^- activ^ities^^=etc* . . 

2, Additional Guidance Duties 

Consider I maintaining cumulative 
records^ conducting research or 
study activities, working with 
curriculmn and other coinmittees 
to improve the school program, etc, 

3, Additional Nonguidance Duties 

Consider! substituting for 
teachers, supervising corridors 
or classrooms , etc, 

4, Students 

Consider: Working with administra^ 
tion concerning particular students, 
etc . 

5, Liaison Work and Public Relations 

Consider! Describing role to 
community service organizations, 
etc . 



100% 



100% 
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Working Directly with Parents 



Percentage Percentage 
now spent should spend 

1. ' Parent Conference 



Consider i Interviewing parents 
regarding student ' s educational 
^and personal problems/ telephone 
discussions and follow-ups , etc * 

2 , Group Activities 

Consideri organising and conduct-- 
ing activities to describe the 
guidance program^ interpreting 
test or other pupil data, orienting 
parents to secondary school pro^ 
graias, etc. 



1001 



100^ 
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Working Directly with Other 
Pupil Services Workers 



Percentage Percentage 
now spent ^ " should spend 

Of the total amount of time which you work 
with other pupil services personnei^ what 

. _ per cent do you work with each, of the 

following t 

Consider: interviews regarding partic- 
ular students, organizing and communica^ 
ting staff referrals of students to appro- 
priate pupil services woifkers, coordina - 
ing the efforts of all pupil services 
workers, etc, 

1, School nurse and/or health personnel ____ 

2, School psychologist 

_____ 3, School social worker _____ 

4* Secondary school counselor 

5 * Speech therapist 



100% 100% 
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Working Directly with 
Community Agencies 



Percentage - PercentagG 

now spent should spend 

Of the total amount of time which you 

work with community agencies, what per 
cent of this time is devoted to working 
with each of the following? 

_____ Consider* interviews regarding partia- 

ular students and/or school problems, 
referring of parents and students to 
agencies within the corrmunity, etc, 

1, Community clubs and organizations 

2* Health organizations (e.g., public 

health officials and agencies) 

3, Law enforcement 

4, Mental health organization 

5^ Social welfare 



1001 100% 
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Sample AssGssment Ouostions 
for TcachGrs 



Dogs your school have a systematic plan for rGcording pupil 
data on the cumulative rGCord cards? 

Arc studnnt records readily available to you? 

Do you use student cumulative records to become familiar 
v/ith students in your classes? 

Have you ever asked the guidance department to interpret 
information contained in the student's cumulative folder? 

Is the testing program of value to you in determining Lhe 
strengths and v;eaknesses of your students? 

Has your guidance counselor or a member of your staff invited 
people from the community to the school to discuss employment 
and/or training opportunities available in the community. 

Does the counselor assist teachers in relating the subject 
matter they teoich to future jobs and educational opportunities? 

Do you regard counseling as a specific activity v;hich involves 
certain definite knowledge and skills? 

During the last two months have you v/orked with the counselor 
in assisting a student with a particular problem? 

Do you feel that your students tend to confide in the school 
counselor (s) ? 

Do you feel that the orientation program is successful in 
helping students adjust to school? 

Do counselors acquaint you with the findings of follow-up 
studies they conduct? 

Does your school have a procedure for referring students to 
the counselor? 

Do your referral procedures enable the counselor to study the 
case befpre seeing the student? 
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15. Does a guidance counselor in your school give staff lGa4ership 
in presenting occupational and educationai information to 
students? 

16, Does the guidance counsolor assist you in understanding your 
role in the guidance program? 

17* Does the guidance counselor help you to understand better how 
to interpret test scores for your students? 

18. Does the guidance coi:nselor help you to understand better how 
to use test results and other data, so that you may use more 
appropriate materials and methods of instruction? 

19, Is provision made for teachers to study and become aware of the 
needs of pupils through case conferences? 

20, Have you been given information" that will help you to identify 
potential dropouts? 

21. Does the school professional library contain current period-- 
icals and some good books related to guidance programming? 

22- Does ^he counselor provide information that is useful to you 
in grouping students? 

23, Has a faculty meeting been held this year for the discussion 
and improvement of faculty understanding of the functions of 
guidance services? 

24, Do you feel tliat your role in the guidance program is making 
an important contribution to the education of boys and girls? 

25, Are faculty meetings held for the purpose of analyzing test 
results and other data with a view to curriculum improvement? 

26, Has the guidance program played a key role in pointing up a 
need for curriculum change and/or development in your school? 

27, Have any of these changes been effected? 

28, Have you observed any improvement in attendance because of 
guidance? 

29, Have study habits improved hecause of the guidance program? 

30, Do you feel that your school's guidance counselors are effec- 
ti\^e in helping im.prove student "achievement" in your school? 

31, Have you observed any changes in the social taGhavior of the 
students beceiuse of guiclance? 
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32, Are the counselors in your Bchool mffQctivo in promoting 
better understanding bGtv;aen tho school and the home? 

33, Has the faculty as a group participatGd in systematic 
ovaluation of the guidance program from year to yaar? 

34, Do you think the guidance program has a significant function 
within the school's program. an important place? 
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APPENDIX C 



Sample Assessment Questions 
for School Administrators 

1. In your opinion, does the guidanca program make a positive 
contribution to the school program? 

2. Do you feel, from a school administrator's viewpoint, that 
you have an adequate understanding of your school guidance 
program? 

3* Could you tell a new student entering your school what most 
of the guidance services and activities are that are carried 
on in your school? 

4, Do you feel that the guidance staff in the school should be 
identified with the administration? 

5, Should the direction of the school guidance prograxp be the 
responsibility of the chief school administrator? 

6, should the guidance staff in the school be identified wlLii 
the teaching faculty? 

7, Do you feel that the counselor should have the responsibility 
of interpreting the guidance program to the community? 

8* Do you feel that the guidance personnel need special training? 

9, Should teachers have responsibilities in the school guidance 
program other than those that are performed within the class-- 
room? . 

10. Do you feel that an inservice training program in guidance 
for the teaching staff would be worthwhile? 

11, Of the following activities, check those which you think should 
be the responsibility of the school guidance personnel. Design 
nate the three (by number) that you feel are most important. 

Educational and occupational information 
Attendance checking and recording 

Discipline - 
Test administration and interpretation 
Administrative duties other than those of 
the guidance program 
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Individual counseling services 

Coordination of the school activities program 
Group orientation programs (including career 

days and college days) 

Coordination of field trips 

Job placGmQnt part-time and full-time 

12* DO you feel pupil cumulative or guidance records would or do 
help you assist students more effectivery? 

13. Should the cumulative or guidance records be availabla rnd 
accessible to the teacher at any time? 

14. Should the teacher feel free to ask the guidance department to 
interpret information contained in the pupil cumulative record? 

14a* Should the guidance office keep its records separate from 
regular school records? 

15. In your opinion, should the school utilize guidance test 
= results in pupil placement? 

16* in your opinion/ should the school utilize test results in 
providing a richer and more meaningful curriculum? 

17. Should the teacher participate in administering, scoring and 
recording standardized tests? 

18* Are you usually Informed of those guidance test results that 
would be appropriate and useful to you? 

19. Do you feel these test results were adequately interpreted? 

20* Of the following areas of guidance testing, please number 
the thtee that you feel are the most valuable in order of 
their importance* 

Achievement 
Vocational aptitude 
Intelligence and academic 
Interest 
Personality 

21* Do you feel that the teacher should be able to confer with 
the counselor regarding the problems of students? 

22* Do you feel that the teacher should use the counselor as a 
referral agent when the student's problem is beyond the 
teacher's training or scope? 

23* Should confidential counseling records be available to the 
schooi principal? 



aptitude 
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24. Should confidential counseling records be available to all 
teachers? 

25. Should the counselor reveal to the teacher information that 
he receives concerning the student's attitude toward the 
teacher? 

26. .Should the teacher share his knowledge with the counselor that 
he may receive from the parents of the students? 

27* Do you feel that the guidance department should assist the 
classroom teacher in handling problems of discipline? 

28. Should the counselor be the one to administer punishment to 
the students if it is necessary? 

29. Do you feel that the teacher should acquaint students with 
the "world of work" through his classes? 

30. Do you feel that the teacher should also help students make 
educational plans? 

31- Should the securing^ organizing and dissemination of occupa^ 
tional^educational information be the primary responsibility 
of the guidance staff as opposed to the instructional staff? 

32, Should the teacher follow up "Career Days" or "College Days" 
and other special days in the classroom? 

33, Are "Career Days" and "College Days" of value to students? 

34, Do you think that special "guidance days" and their planning 
disrupt the school too much? 

35, In your opinion, should the school guidance department identify 
pupil interests and assist or direct the organization of group 
activities appropriate to these interests? 

36, Should the school guidance department identify, record and, 
if necessary, limit the extent of pupil participation in 
co^curricular activities? 

37, Do you believe the school guidance staff should act as faculty 
sponsors for the student government organization? 

38, Do you feel that your school in general and the guidance office 
in particular has the responsibility to assist students and 
graduating seniors in securing part-time or full-time employ^ 
ment? 
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39, Should the school guidance dGpartment have the responsibility 
of assisting graduating srniors in locating and enrolling in 
appropriate post-high school educational institutions? 

40. Should the guidance dopartment conduct periodic follow-up 
studies of the school ' s former pupils (graduate and dropout) ? 

41 t In your opinion, should school counselors be trained beyond 
the master's degree? 

42 » In which of the following ar* lB do you believe counselors are 
adequately prepared? (Pleasu check) , 

Individual counseling 

Group guidance 

Techniques of individual analysis 

Standardized testing ^ 

Occupational information 

Educational information _ 
Guidance program organization 
Guidance program administration 

General school administration ___ 
Curriculum development 
School finance 

Educational research 



43, In your opinion, should school counselors be employGd beyond 
the regular academic year? If yes, check one. 

10- month basis 

11- month basis 

12- month basis 



44\ Do you feel it is desirable for the school counselor to teach 
at least one subject-matter class? 

45, What do you feel is an appropriate counselor-'pupil ratio? 
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APPENDIX D 



Sample Assessment Questions 
for School Counselors 



Is the guidance program based on a written statement of goals 
and philosophy with which the school staff is in general 
accord? 

Are the students / teachers, parents and cornmunity well in- 
formed concerning the guidance services of the school? 

Are you overburdened with activities either clerical in nature 
or not closely related to guidance work with students or both? 

Are parents asked to approve their son's or daughter's high 
school schedule? 

Is the counseling case load balanced adequately among the 
counselors (if there is more than one)? 

Are there provisions for flexibility within the division of 
case loads among the counselors? 

Is pertinent information on each student available in a single 
folder? 

Do the teachers use the guidance information on students that 
is available to them in the counselor's office? 

Does the guidance program provide for adequate social and 
personal reference materials for the student, ♦:eacher'and 
counselor? 

Are the materials listed in Question 9 used by the students 
and staff? 

Is a continual effort made to acquire current knowledge of 
higher education admission requirements and costs, scholar^ 
ships and other financial arrangements? 

Are the items listed in Question 11 used by the students? 

Do the teachers assist their students in relating the subjects 
they teach to future jobs and/or educational opportunities? 

Does the guidance program provide for adequate occupational 
in formation reference materials for the student ^ teacher and 
counselor? 
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15, Are the items listed in Question 14 used by the student and 
teachers? 

16. Has the guidance program increased the use of community 

rGSourcos in your school? 

17* Do all students receive individual counseling at least once 

a ymar? 

18, Are counseling sessions carried out in complete privacy and 
v/i thout interruptions? 

19* Do you provide for individual counseling concerning ^est 

results when necessary? 

20* Does each student know who his counseJ.or is? 

21. ^ Is there a planned orientation program for incoming students 

each year? 

22, Is a follow-'up study being made at stated intervals? 

23 « Are the results of the follow-up study being studied and used 

to reappraise the school program? 

24, Do referrals made by teachers follow procedures conducive to 
good rapport between the pupil and the counselor? 

25, When a referral is made to the counselor by a teacher, does 
the counselor later discuss the results of the interview 
with the teacher? 

26, Do you interpret test results and other pertinent information 
in student groups? 

27, Does the guidance program provide for inservice training of / 

the school staff? 

28, Does the guidance program assist teachers in their efforts to 
understand students better and work with them more .effectively? 

29, Are case conferences held when problems make them important? 

30, Have the teachers accepted the guidance program as an integral 
part of the total school program? 

31, Do the teachers on your staff seek opportunities to discuss 
with you the ahilities, interests and attitudes of their 

pupils? 

32, Do the teachers seek your help with the interpretation of test 

scores? 
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Do the teachers ask your help in the grouping of students? 

nas a faculty meeting been held this year for the discussion 
and improvement of faculty understanding of the functions of 
guidance services? 

Does the school professional library contain current period- 
icals and some good books related to guidance programiiiing? 

Have you engaged in at least one research study during the 
past year? 

Has the guidance program increased the number of students 
going to college from your school? 

Have you developed local norms for the school's testing pro^ 
gram? 

Has the guidance program decreased the number of discipline 
castiii in your school? 

Has the guidance program decreased the number of schedule 
clianges required at the beginning of a school year? 

Has the guidance program increased the number of students 
placed in jobs following graduation? 

In your opinion has scholarship improved in your school bo^ 
cause of guidance? 

Has the number of dropouts in your school decreased since the 
initiation oC qui dance services? 

Has attendance improve^d in your school since the init;Lation 
of guidance services? 

Does the facult - as a group participate in systematic evalua- 
tion of the guidance program from year to year? 
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Sample Assessment Questions for Sturlents 
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Yes Mo ? 1 . Do OS your .school help you to consiclar 

information about yourself as it ralates 
to your future educational and vocational 
plans? 

Yes No ? 2, Have you been encouragGd to invcstigato 

tliG personal and educational require- 
ments for occupations you have cons i der^c^d? 

Yes No ? 3, Have you had conferences with someone in 

^ your school staff concerning your educa- 

tional and vocational plans? 

_^Yes ^^Jo ? 4 , Does the school inform your parents of 

your standardized test results? 

j/es Mo ? 5. If you had a personal problem^ would you 

_ _ __ foel free to discuss it with someone on 

your school staff? 

Yes No ? 6 , Does your school help you to understand 

^. meaning of your atandardized test 

scores? {Examples : school ability , 
achievement and aptitude) * 

Yes Mo ? 7, Do you have access to the information you 

=_ . ^ \vant and need to know about the various 

occupations you have considered? 

Ynf4 No ? 8. Do you know w .Ich member of your school 

^ staff is your school counselor? 

Yes No ? 9 , Is opportunity provided in your school 

for groups of students to discuss and 
understand their attitudes? 

Yes Mo ? 10* lias your school counselor talked with 

° you about your future educational and 

vocational plans? - 

Yes No ^? 11, Has your school provided your parents 

an opportunity to discuss your educa- 
tion-il plans? 

Yes ^No 12. Do you have jcess to the information you 

want and need about colleges and other 
schools which offer post-high school educa- 
tion? 

si 
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Yes No ? 13, When you entered high school, were you 

helped to learn about your new school and 
how to get along in it? 

Vas No ? 14. Have you had an opportunity to discuss 

^~ ^' ' with your school Gounselor vax sd 

approaches to solving problems v/ith 
which you have been faced? 

Yes No ? 15, Are you thinking about or planning what 

. going to do when you finish high 

school? 

Yes No ? 16- Has your school provided the opportunity 

~~ for you to learn to present information 

about your abilities , training, charac^ 
teristics and experience to employers in 
a convincing manner? 

Yes No ? 17. Have your parents ever talked with your 

^ ~ ~" school counselor? 

Yes No ? 18, Have you been helped to plan the subjects 

^ ~ and activities you need and want to take 

while you are in high school? 

Yes Ho ? 19- Were you helped to become familiar with 

"~ ^ ^ the employment possibilities in your 

community and the surrounding areas? 

Yes No ? 20* Can you talk about your real feelings 

~~ about things with your school counselor? 

Yes No ? 21* Do your taachers discuss the various 

^ ~ occupations which are related to the 

subjects taught by them? 

Yes No ? 22, Do ydu know where your school counselor's 

^ "~ office is located? 

Yes No 1^ 23, Have you been helped to decide if you have 

^ ~ the ability to succeed in college? 

Yes No ? 24, Does your school use filmstrips, films, 

^ ~~ "~ pamphlets, books, etc., to help you 

understand problems of personal and 
social development? 

Yes No ? 25. Have your ability and achievement test 

resuo^ts been helpful to you in your 
educational and vocational planning? 
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_^Yes N o ? 26. Have you received any help from your 

school in the improvement of your study 
skills and habits? 

Yes ^lo ? 27. Have you had an opportunity to participate 

in group discussions about the concerns of 
high school students? 

Yes Ho ? 28, Has your school counselor discussed your 

ability and achievement test results with 
you individually? 

Yes N o ? 29. Were you helped before the ninth grade to 

plan your high school program or courses? 

Yes N o ^ 30* Has your school provided opportunities for 

you to grow in your ability to make 
realistic plans for yourself? 

Yes ^ ^No ? 31* Has a counselor or a teacher helped you 

to eKamine your abilities, personality 
traits and interests aj they may pertain 
to your future plans? 

Yes N o ^ ? 32, Have you been satisfied with the course 

selections which '^nu have made? 

Yes Uo _? 33. Do you feel that your school experiences 

have provided you with opportunities to 
develop self ^reliance? 
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APPENDIX F 



Priority Setting 



On thu chart below, list in the left-hand Column 12 actions rGlated 
to career education that you will take in the near future. For t'.s 
remainder of your work, use the number representing each action. 

For each row of double nuinbers , compare the top number against each 
bottom number in sequence. (You are actually comparing one action 
against each of the other actions in turn.) For each comparison, 
circle the number of the action that holds greater priority for you. 

Do not enter totals until you have received further instructions. 



Rank 

Actions Totals Order 
11111111111 
#1 2 3 4 5 6 7 8 9 10 11 12 _____ 

2 2 2 -2 2 2 2 2 2 2 
#2 3 4 5 6 7 8 9 10 11 12 



ii3 



#4 



3 
4 



«8_ 

|ilO 

#11 



3 

5 

4 
5 



5 
6 



3 
7 

4 
7 

5 
7 

6 
7 



7 
8 



5 
9 



9 

8 
9 



3 
10 

4 
10 

5 
10 

6 
10 

7 

10 

8 
10 

g 
10 



3 3 
11 12 

4 4 
11 12 

5 5 
11 12 



6 
11 

7 

11 

3 
11 

9 
11 

10 
11 



6 
12 

7 

12 



12 

9 
12 

10 
12 

11 
12 



#12 
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Priority Setting 



NOTES I 



The Number 12 is arbitrary* Any number may be used and the same 
chart '::mployGd (but only that part of the chart that ends with the 
column employing as denominator the number of concerns listed) * 

To compute totals, each item must be compared against all other 
items,' (For 12 items, there will be 11 comparisons for e^^ch item 
or 12 K 11 = 132 comparisons in all,) 

On the top line, all comparisons can be made by proceeding horison- 
tally. IIov;ever, for all other actions except one = must go verti = 
cally, then horizontally. The last number will ) o total vertically* 

Totals consist of number of circles for that action as it is com= 
pared to others. 

Rank ordering puts highest total first, etc., to lowest total, 
which is last. In case of ties, add number for each ranking. 
Divide by number of items tied. 
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APPENDIX G 



Additional Examples of Guidance Objectives 



All tenth graders v;ill become aware of their academic 
abilities^ limitations and educational . interes ts so that 
at the end of the year 8 0% will be able to report v/ithin 
10 percentile points their scores in major categories on 
all tests and to apply this information to making appro== 
priate subject choices consistent with their ability. 

All high school teachers v;ill understand that use of group 
consensus in task achievement is more effective than sole 
individual effort as indicated by comparing their individaul 
scores on a task to their group consensus scores on the same 
task . 

All freshman students will develop an awareness of the 
educational setting so that at least 80% of these students 
will need no further assistance in identifying staff per*- 
sonnel and understanding school procedures / as indicated by 
an oral review quiz covering the counseling action of the 
Student Handbook , 
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PRIORITY - Parsnt Orientation 

BASELniE DATA: AccQrding to the Parents Guidance needs Assessnant^ 621 of the parents polled had not 
received adeguite infcrnidtion about thg school guidance program. 

OBJECTIVE: All parents will be funiliarizid with what guidance sirvices are available to thei^ 
and their children so that at the and of tha school year 851 of the pirents polled 
will indicate that they received adequate information explaining guidance facilities 
and sarvices. 



ACTIVITIES SPECIFIC PROCEDURES RESOURCE PERSONNEL TIME TABLE BUDGET 



1, Provide all stu- Print bulletins and distribute Counsilors, Teachers Each 
dents with guid- to all students, quarter 
ance bulletins 

giving perti- 
nent informa- 
tion of activ- 
ities for year-- 
encourage stu- 
dents to take 
these honie. 

2. Provide prasi Sand information to school News media, students. As needed 
releases to paper. teachers, counselors 

local and school 
paper of guid- 
ance activities 
such as enroll- 
ment, group 
tisting, scholar- 
ships, vocational 
opportunities, 
career days, col- 
lege nighc, etc, 
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PRIORITY " Parent Orientation (continued) 



liCTIVITIES SPECTFIC PROCEDURES RESOURCE PERSONNEL TIME TABLE BUDGET 



nent guiGance 
activities at 
each P.T.A, 
meeting. 



n 



ERIC 



3, Submit inforM= Prepare niu articles on P.T.A. officers, 
tion on guid= various aspacts of guidance Counselors 

anco services servicis for eich monthly 

to which stu- letter, 
dents have 

P.T.A, news- 
letter. 

4, Provide infornia- Enaourage the Director of Director of Guidance, Each 
tion on guidance Guidance of the district Counselors quarter 
services to to include information 

district school in each letter, 
newsletter. 

5, Make announce- Have one counselor make Counselor Eflch 
r^ents of perti- annQuncenients of up- P*T.A. 

coming events. meeting 
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PRIORin' - Teacher Orientation 

BASELINE DATA; According to the Teachers Guidance :;oQds Assessnint^ 661 of the teachers did not feel 
there is sufficient conmunication between theni and counselors., 

OBJECTIVE) All teachars will be provided information and fcodbac}; concerning their students so 
that at the end of the school year at least 851 of the teachers will indicate on the 
teachers' assessinent instruii'jnt that they received adequate inforMtion and feed- 
back concirning their students , 



ACTIViriHS SPECIFIC PROCEDURES RESOURCE PERSQN!!EL TIME TABLE BUDGET 



1. Departinontal GuidancG DepartiTiant will Counsalors, ^eachers One rp.QGt- 
maetinga meet individually with ing every 

other departments to ' two wunks; 

discuss rnutual probleiiis, then; as 

requested. 



Schadule ses- Invite new faculty Mbers Teachers , Counselors rirst 
sions with new to the Counseling Center of school 

faculty rncnibers during their planning per= 
to acquaint thein iods to explain: 
with facilities A. services to students 
and services B. services to teachers 

offered by the C. physical facilities 
Guidance Depart- D. occupational inforitia- 
msnt. tion 

E. educational inforir,a- 
tion 

F. student records, 
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p'ilOP.ITY - Tsacher Orientation (continued) 



ACTIVITIES 



SPECIFIC PROCEDURES 



RESOURCE PERSOl'lEL TIME TABLE BUDGET 



3, Acquaint staff Have tinie during orienta- 

meEQers with tion week to discuss year's 

guidance activitiis and answer 

ssrvices perti- auestions, 



nent to the 
coining school 
year. 



Adiiiinistration, Durinfl first 
Teachers, Counselors week of 

school 



Provide staff 

members peri- 

odically with 

inforniation 

concerning 

guidance 

activities. 



During each faculty meet' 
ing request time to dis- 
cuss upcorriinq events, 



Teachers, Counselors, Every two 
Administration weeks 
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APPENDIX J 



PRIORITY - Career Planrdnc 



BASELINE DATA: 



(1) The Student Needs Assessment indicatis that 501 of high school boys and 511 

of girls neid hiip in understanding the meaning of test scores (ability, achieve- 
ment, aptitude j etc J 

(2) The sanie survey indicated that 531 of high school boys and 591 of girls indicated 
that they had not discussed ability and achievement test results individually 



with tneir counselors. 



OBJECTIVE (S) 



Each student will know and onderstand the information such as test seoris, achieve- 
inent results, etc, contained in his cuniulative profile and will be able to relate 
this inforMtion to his career planning so that at the end of the school year 
fl) 801 of high school students on a follow-up survey will indicate they have dis- 
cussed test results individually with their gounselors {2^ 95i of the sophoniores and 
951 of the seniors will indicate they have received help in relating test scores 
to career pliJining, 



ACTIVITIES 



First in class size 
group sessions; then 
meet with small 
groups and indivi- 
dual conferences. 



SPECIFIC PROCEDURES 



RESOURCE PERSONNEL TIME TABLE BUDGET 



SENIORS- Interpretatio^n of 
the Ohio Psych, Scores, ACT 
and SAT for those who took 
these. Also interpretation 
of ASVAB. Relate to post* 
graduation plans. Strong 
Voc. Int. Inventory and O^IS 
interprited to those who 
took theiii, 

JUNIORS: At tiine of review of 
4-yr, plan also review DAT and 
GATB scores and relate to post- 
high school plans, Interpret 
PSAT/NMSQT scores to those 
who took tests, 



Late Nov. 



1 week in 
Decimber 
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PRIORITY - Career Planning 



(continued) 



ACTIVITIES 



SPECIFIC PROCEDURES 



RESOURCE PERSONNEL 



TIME TABLE 



BUDGET 



SOPHOMORES I Interpret GATE 
scores and relate, to post* 
High School Education 7 World 
of Work. Teach sophomores how 
to use D.O.T. in relation to 
their GATB occupational 
aptitudi patterns. 

(See other more specific 
proceduris relating to 
testing on next page) 
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PRIORITY - Career Planning (continued) 



ACTIVITIES 



SPECIFIC PROCEDURES 



mmm msmm 



TIME TABLE BUDGET 



Gathering and re- 
cording all signi- 
ficant information 
for each student, 
Purchasing of eumu- 
lativi record 
foldirs. Arrange- 
mint of files for 
most convenient 
and efficient use, 



Student Record Services and 
Vocational Fitness Appraisal. 

Entry of the following objec- 
tive data and other itenis in 
a systematic way- L Brief 
family history of each stu- 
dent. B, School entrance and 
withdrawal dates, other 
schools attendid etc. C, Aca- 
deniic schedule for each year 
and grades earned, D. Class 
ranks for each year. E. Extra- 
curricular activities and 
awards. F. AH standardiied 
test results (usually with 
priscore labels). G. In some 
cases f teachers' obsirvation 
and anecdotil notes. H, Dates 
and brief eounsiling notes on 
individual conferencis, These 
are recorded on counseling 
forms. I, Attendance record 
of iich year. J. Physical 
record. K, Forward trans- 
cripts to colleges and 
employers . 



Guidance secretary; 
Junior High Guidance 
Service, Teachers, 
School Nurse, state- 
wide testing service 
and other testing 
services, 



Cost of 

cumulative 
folders 
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PRIORITi - Career Planning (continued) 



ACTIVITIES SPECIFIC PROCEDURES RESOURCE PERSONNEL TIME TABLE BUDGET 



Plan testing program Set up testing schedulis and Personnal of state- June None 
for following* year dates in spring for the wide testing service, 

with the adirinistri'' following year. 



Sucervise entrv on Secritary As received 

records and fiiing throughout 
of all test results. the year. 

Adrpinistration of Set up schedule with teachers ; Secritary, statewide 1 week in TAP = $417 
Test of Acaderric supervise label score place- testing service April 
Progress (achieve- ment. 
lent tests) . 

AdniinistratLon of Test administerad in Teachers help as 1/2 day DAT - $5§.4g 

Differential Noveiber. proctors 

Aptitude Test (DAT) . 

Administration of Test administered in Nc /amber. Teachers help as 1/2 day GATE * No chirg 
General Aptitude proctors 
Test Battery (GATB) . 

Adrninistration of Test administered in November. None 1 day Ohio Psych, - 

Ohio Psychological No charge 

Examination . 

Administrition of Set up separate area for None 1/2 day PSAT-NMSQT - 

at student s 



PSAT-NMSQT (Option- smaller group, 
al to juniors). 
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PRIORITY - Career Planning (continued) 



ACTIVITIES SPECIFIC PROCEDURES RESOURCE PERSONNEL TIME TABLE BUDGET 



ASVAB (Armed Services Arranged with services. Army personnel 1/2 day None 

Vocational Aptitude 
Battery) . 

Interest Inventories. Offer to all seniors Strong stitawidt testing 4 or 5 days 

Vocational Interest Inventory service, 
and Ohio Vocational Interest 
Scali (These are optional) . 
Student bears cost of scoring. 
Interpretations are done when 
profile sheets are returned. 

Ordering Rateriais Through group counseling 1 day Kone 

froffl CEEB and ACT sessions explain the need 
plus registration for these scores for college 
of all students and scholarship applications, 
requiring these Also, explain registration 
tests, procidures and reporting of 

scores. 

Grade point averages Figured on grades given in secretary 1 week, None 

compiled and arranged all solids iKcluding June 

into class ranks for athletics, physical educa- 

each class each tion, band and chorus, 

year. 

Four-year record Interpretation and review in As requested Nona 

reviews with all all test and achieveient in- and in April 

seniors. formation recorded in indivi* 

dual files and compare with 

final outcome of plans thus 

f«' It' 

Discuss post-graduati plans. 
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PRIORITY - Dropouts 



BASEIiINE DATA; A reviiw of school records indicitad that from 19604913 a percantags of studints 
who dropped out froni high school incriasid for aach of the last five yeirs for 
Grades 9 and 10, and increased for the last two years for Grides 11 and 12, 



OBJECTIVE: 



As a first step to dicriisa the dropout ritif the high school will dcvalop a "dropout 
profile" which indicatis dropout characteristics of students in that school . After 
this profile is developed, a new objective to prevint and decreasi dropouti will 
coMence. 



ACTIVITIES 



SPECIFIC PROCEDURES 



RESOURCE PERSONNEL TIME TABLE 



BUDGET 



1. To identify drop" Obtain names of dropouts 
outs from high from school records, 



Secretary, Guidance Sept, -Oct . Cost of 
aide Guidance 

aide 



2. To construct a 
profile of the 
dropout from 
high school. 



1. Study research and 
diviiop broid profile 
sheet, e.g., IQ, 
rtading scores, etc, 

2. Describe dropouts from 
high school, using 
descriptors, 

3. Corapiri dropout group 
with an iquil number of 
a griduating group to 
determine if descriptors 
are significant, 



Guidance aide 



Oct, ''Nov, Cost of 

ERIC search 



Nov.-Feb, 



Fib. -March 
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PRIORITY - Dropouts (continued) 



ACTIVITIES SPECIPIC PROCEDURES RESOURCE PERSONNEL TIME TABLE BUDGET 



To eonnnunicate 1, Divilop final profili of Counsilors^ Guidance Mar. -Apr. 
this profils to dropouts from high 
the school admin- ichool and prisent to 
istration and bi- school officials, 

gin to diteriiiine 2. Begin diVilopmint of Counsalors, Taichars April-next 
a program to praventivt program to school year 

identify and pri- decrease dropouts, 
vent students 
with such a pro- 
file froni leaving 
school. 



Ill 



no 
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Budget EKplanatlon 

Under the P,P*B,S, concept^ the costs for all educational servioas 
come under five major categories i 

1 . Instruction 

2. Supporting Services 

3. Coimnunity Services 

4 . Non^Programmed Charges 

5 . Debt Service 

Guidance and counseling falls under supporting services # as do 
attendance and social work services # health services ^ psychology 
ical services and speech pathology and audiology servic^^s. Under 
the P.P.B.S* concept; each prograg ay e.g*, guidancei healthy etc., 
must submit a budget, and this "budget must be reported in terms 
of the following areas: 

Salaries 

Employee Benefits 
y Purchased Services 

Supplies and Materials 
Capital Outlay 
Other Objectives 
Transfers 

r 

The reason that each program budget must be reported in terms of 
these areas is so that at any one time a superintendent/ school 
board of accounting agency can obtain information concerning 
salaries, supplies and materials, etc., for any program in the 
school system. The costs of the guidance activities, facilities, 
materials, resource personnel, etc., for example, are translated 
into these budgetary areas* Definitions of these areas arei 

Salaries t Amounts paid to employees of the LEA who are 
considered to be in positions of a permanent nature or 
hired temporarily, including personnel substituting for 
those in permanent positions. This includes gross salary 
for personal services rendered while ON THE PAYROLL of the 
LEAs • 

Employee Benefits i Amounts paid by the LEA in behalf of 
employees'. These amounts are not Included in the gross 
salary but are over and above this sum. Such payments are 
fringe benefit payments and, while not paid directly to 
employees, nevertheless are part of the cost of salaries 
and benefits. Examples arei (A) Group health or life 
insurance, (B) Contributions to employee retirement, (C) 
Social Security, (D) Workmen's Compensation and (E) 
Payments made to personnel on sabbatical leave. 
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Purchased Service i Amount paid for personal services 
rendered by personnel who are not on the payroll of the 
LEA, and other services which the LEA may purchase. While 
a product may or may not result from the tranBaction, the 
primary reason for the purchase is the service provided. 

Supplies and Materials i Amounts paid for material items 
of an ekpendable nature that are consuraed> worn out or 
deteriorated by use; or items that lose their identity 
through fabrication or incorporation into different or 
more complex units or substances. 

Capital Outlay ! Expenditures for the acquisition of fixed 
assets or additions to fixed assets. They are expenditures 
for land or existing buildings i improvements of grounds, 
construction of buildings, additions to buildings, remodel- 
ing of buildings, initial equipment, additional equipment 
and replacement of equipment. 

Miscellaneous Objew^ :i Amounts paid for all other expenses 
not c lassified. 

Transfers t Transfers simply mean the authorised transfer of 
money from one account to another. For example, if money 
from the General Fund becomes exhausted unexpectedly, one 
may need to transfer money from Debt Services to the General 
Fund. 

Further information about the P.P.B.S. format may be found in 
Financial Accounting / Revised Handbook II, 1973/ U.S, Office of 
Education. 
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APPEIIDIX M 



Evaluation Designs 

The counselor is interested in the quality of information he gains 
from his program and from his interaction with other people. Some 
common approaches used in gaining information about the quality 
of a program or particular technique are the following! 

Unassessed Treatment ; A counselor may introduce a new group 
process to help improve stiidents' reading. The counselor may 
feel that it was a good and effective process. Hov;ever^ this 
type of assessment about the effectiveness of the program may 
be more influenced by the counselor's personal feelings about 
its vjorth than what appropriate data might indicate. This 
type of evaluation leaves a great deal to be desired. 

O ne-Shot Case Study i This procedure usually measures students' 
Tteachers ' ^ etc, ) performance after receiving some treatmetit^ 
against a particular goal or objective. Thus ^ students may 
receive career information which describes entry-level skills 
for particular occupations and then be tested^ and have their 
results compared to 100% accuracy, 90% accuracy, etc. This 
procedure leaves the v/ay open for uncontrolled factors v/hich 
can affect results and makes it difficult, if not impossible^ 
to learn the effect of treatment. The students might have 
performed equally well had they been tested before the career 
information program. 

One-Group Pre-Test - Post-Test Design % This procedure simply 
involves the use of a pre=test before some treatment of infor- 
mation, follov;ed by a post-test after treatment for the same 
group. A program to familiarize a group of ninth grade stu- 
dents with graduation requirements might be the treatment over 
the period of one semester. However, group gain under this 
procedure may or may not be due to the treatment. The gain 
may have resulted am.ong students who did not receive such 
treatment but resulted from other factors. 

Non-Equivalent Control Group i This procedure compares two 
groups which are taken as a whole - for eKample, two ninth 
grade sociology classes. The counselor may wish to demonstrate 
that through increased personal interaction and teamv/ork 
learning is increased. One class gets the treatment, that is, 
more occasions for interpersonal interaction, group work, etc,/ 
(experimental group) , while the other class does not and 
remains teacher-directed (control group) . This procedure is 
acceptable only when two groups display similar character- 
istics or behaviors as indicated by a pre-test. If the two 
groups are different, it would be extremely difficult to*under= 
stand their post-treatment performance. Also attempts to match 

114 



111 



unequal groiaps are generally not advisable. Rather tham 
matching, randomizing groups is recommended. 

Pre-Teat - Post-Teet Control Group i Under this procedure, 
the experimental and control groups are administered a pre- 
test and a post-test, with the experimental group alone 
receiving the treatment. As long as students are randomly 
assigned to groups, this is a reasonably strong design t How- 
ever, one danger of this procedure is when the measurement 
method, e.g., tests, rather than the treatment, affects stu-- 
dent performance. 

Post-Test Only Control Group Design i According to this proce- 
dure/ no ^re^teitn^^dministeriHr^ A post--test is administered 
to the experimental and control groups which were filled by 
random assignment. Under this procedure the performance of 
these groups can be compared when judging the value of a par-- 
ticular treatment. This, too, is a relatively strong design. 

It is also possible for counselors to compare more than one 
group at a time, particularly when counselors wish to discover 
the effects of different treatments when compared to one 
control group. 

The designs presented here are the more common found in prac-- 
tice. However, the pre-test post-test contrt^l group design 
and the post-test only control group design are recommended. 
The non^equivalent control group design may be used if circum-- 
stances do not permit the two reconmended. 
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